This study examines employee recruitment criteria and training opportunities, uses a sample of 185 Saudi women office workers. It was found that the majority of the employees had a bachelor's degree, but had no formal qualification in administration, had no experience in similar jobs, did not do jobs which corresponded to their educational major, and felt that their jobs did not make use of their skills and abilities. Many of them also seemed to be underemployed since not all lower level administrative jobs necessarily required a bachelor's degree. It was also found that training programs were offered to employees, and the majority who attended indicated that the training was valuable. On the other hand, the majority of the respondents who received training attended only one training program and were unable to apply what they have learned. Almost half of the employees had never attended any form of training program. More than three fourth have not been offered training on any regular basis. On the basis of the previous findings recommendations are proposed.
Pursuit of development programs in Saudi Arabia has enlarged the size of organizations and increased their authority and functions. New organizations have also been created to implement the objectives and programs of the developing nation. These organizations seem to suffer from a set of administrative problems at the structural and the behavioral levels, which have been identified by such authors as Al-Awaji 1971; Al Sabhan 1972; Tawati 1976; Murshid 1978; Dhaher 1979; Al-Sadhan 1980; Al-Hegelan et al. 1985 Bukhary-Haddad 1986; Jreisat 1988 Jreisat , 1991 Assad 1989; Al-Awwad 1991; and Al-Saeeri 1993. Structural problems include: over centralization of authority, functional overlapping, overstaffing, red tape, absence of well-defined job responsibilities, inadequate communication, workers given assignments which may differ from workers educational background and job training, shortage of adequately trained personnel and, last but not least inadequate incentive system.
Problems at the behavioral level include: ineffective use of working hours, work completion delays, inadequate responsiveness to the public, low desire for hard work and responsibilities, and low employee performance. These deficiencies which reduce organizational effectiveness have been found to exist in academic as well as other organizations (Jammaz 1973; Assad 1977 Assad , 1983 Youssef 1981; Rawaf 1990 , Al.Husseiny 1990 and have been found to have an adverse effect on women employees in particular (Rawaf 1990 , Al.Husseiny 1990 .
Prevailing cultural values in Saudi Arabia do emphasize competence and diligence at work, and the government is engaged in an intensive effort to maximize managerial effectiveness and improve worker performance. This has been reflected in the main objectives of the Fifth National Development Plan (1990 Plan ( -1995 and the current Sixth National Development Plan (1995) (1996) (1997) (1998) (1999) (2000) . Both Development Plans emphasize employment on the basis of merit, providing training programs, and establishing committees to study and reorganize government organization.
The Purpose of The Study
This study is of an exploratory nature. It focuses on Saudi women office workers and their perception of the suitability of the recruitment criteria and what training opportunities are available to them, which will be examined in the context of their socio-economic background characteristics.
Comparison will be made between permanent and contract employees with regard to their perception of the recruitment criteria and training opportunities. In conclusion recommendations for improvement will be proposed.
In the present study recruitment criteria refer to whether or not: a) employees perceive that their job corresponds with their educational qualifications, b) they have previous experience with the same type of work as their present job, and c) they think their job makes use of their skills and abilities. Training opportunities refer to whether or not they have attended training in connection with their job and, if so,: a) how frequently, b) how valuable it proved to be, and c) whether or not they were able to apply what they have learned through training.
Importance of The Study
One of the most important elements in the development process is the individual which requires matching his/her job with educational qualifications, previous job experience, skills and proper training to ensure productivity. The study provides a better understanding of the working environment for women in Saudi Arabia. It summarizes information on how recruitment occurs and what training opportunities are available to women. It identifies the factors that may have an adverse effect on employee performance. It yields new insights into possibilities for future research on job performance as related to employee qualifications and training.
Literature Review

Recruitment Criteria
Generally speaking, an organization is viewed to be effective if its members were employed in positions which match their abilities, qualifications, and experience. In the past, the emphasis has been put on the desirability of specializing jobs to obtain higher productivity (Cummings and Schwab 1973:73) . Selecting the right employee for the job may thus be the single best thing a manager can do in the entire employment cycle to ensure productivity (Nash 1985:35) . Other view job performance as a function of both ability and motivational factors (Lawler 1973:8) , (Nash 1985:40-41) , and (Borman and Hedge 1997:300) Schoen and Durand (1979:214) point out that "It is a great waste of human resources to utilize a person at less than his or her skill." It is also a great waste of human resources to employ a person on a job that does not match his or her skills, abilities, or interests. According to human capital theory, Kostiuk and Follmann (1989:130) indicate that education and experience enhance productivity. Recruitment, in the past has concentrated on characteristics of job seekers that presumably signal positive labor market information to employers (Bills 1990:23) . Foremost among these have been educational credentials and years and type of work experience. Literature on job performance is paying increased attention to the relationships between ability, personality, job knowledge, technical proficiency, and work performance.
Arab researchers, e.g., Al-Sadhan (1982:19) and Al-Arawi (1987:14) have also found that lack of professionalism among employees is partly due to employment of persons on jobs that do not match their skills and abilities. Others have emphasized the importance of selecting people who can contribute to high employee productivity and satisfaction (Ghosheh 1983:37) , (Abdulrahman 1987:122), and (Al-Awwad (1991:72) . To obtain high performance from employees, organizations should give adequate consideration to hiring and employing qualified persons for jobs to be done rather than randomly matching people with jobs (Al-Awwad 1991:72). According to Al-Hammad and Assaf (1996:45) , the improper selection of skilled labor affects the quality and productivity of maintenance workers.
Traning Opprtunities
By general consensus, training affects employee productivity and thus the effectiveness of the employing organization (Schein 1965 , Miner 1969 , Savas and Ginsburg 1973 , Reilly 1979 , Russell et al., 1985 , Nash 1985 , Moore 1987 , Comstock 1987 , Bittel 1990 , Al-Awwad 1991 , Saks 1996 , Weiss 1997 . Schein (1965:34) emphasizes that members of an organization should be trained regularly to keep pace with rapid changes in knowledge, skills, and technology. Training is important to orient new employees; to teach specific knowledge, skills, and attitudes; and to provide opportunities for self-development. According to Miner (1969) and Moore (1987) , training should enhance the person's performance and, in turn, improve the output of the organization. Similarly, Savas and Ginsburg (1973:81) state that to improve the performance and motivation of employees, training opportunities should be greatly increased. Nash (1985:84) also argues that training is important to productivity and that most people can be trained to be more productive. (Russell et al.1985:850) discusses several studies which have demonstrated that training can be effective at producing positive changes in individual behavior and job performance. Comstock (1987:292) considers employee training essential to the overall success of any company which is dependent on the skills and abilities of its workers. Supervisors who train their workers well get better on-the-job performance. Welltrained workers require less supervision, because worker skills are increased by training, enabling supervisors to delegate tasks that they previously had to perform themselves. Training also results in improved interpersonal relationships between supervisors and workers. In addition, proper training prepares at least, one qualified employee who has the skills to take over the supervisor's job. Bittle (1990:235) points out that in the absence of sound training, employees learn their jobs haphazardly, inaccurately, or not at all. Only through careful assessment of needs, systematic instruction, and responsible follow-up can a supervisor be confident that employees will learn how to perform their work in the most effective manner. Al-Awwad (1991:83-84) agrees that staff training should be a fundamental concern of most administrations. Money and effort spent to develop employees' abilities and skills aim at achieving efficient and adequate work results to improve organizational effectiveness. Any deficiency in training will surely affect the productive abilities of employees and in turn the general productivity of an organization. Saks (1996:429) found that the amount of training received by newcomers was significantly related to job satisfaction, commitment, intention to quit, ability to cope, and several measures of job performance. Weiss (1997:3) shows that to maintain a high-level work products, a company must motivate and inoculate employees with the proper attitude and train them to respond appropriately. Training cannot be left to chance or to another employee who may be doing the job but is not trained to instruct a newcomer.
In Saudi Arabia, the importance of training government employees has been recognized. It is compulsory that all government agencies give such opportunities to all their employees (Al-Awwad 1991:94). However, authors such as Abdurrahman (1987) and Al-Awwad (1991:173) have indicated that Saudi Arabia still faces the same training problems as most developing nations due to shortages of manpower and particularly of qualified trainers, lack of effective training, the newness of practicing modern administration, and the rush to achieve fast development. Al-Sadhan (1982:19) and Al-Arawi (1987:14) both argue that one factor that adversely affects the performance of the Saudi employee is lack of training. Al-Husseiny (1990:184) suggests lack of training programs to prepare senior female administrators in the country as one factor that adversely affects their efficiency. Al-Awwad (1991:335) found out that the majority of the sample he surveyed had not been trained at all in ways relevant to their jobs.
Study Method
The study sample was drawn from one of the main institutions in the Kingdom of Saudi Arabia, which currently employ the largest number of teachers and administrators. All workers were included in the sample as the total size of the selected population was 185 Saudi women engaged in administrative work at a higher educational institution in Saudi Arabia. Job positions were general office workers, bookkeepers, counter clerks, file clerks, typists, librarian assistants, and secretaries. The sample included 104 permanent and 81 contract employees. Permanent employees are those hired on a permanent basis. They get paid according to the job grade level assigned to them. They are entitled to such government employment privileges as retirement pay, promotion, yearly bonus, ten days yearly of emergency leave, thirty days yearly of paid vacation, and paid sick leave for up to a year. Contract employees are those hired on a contract basis for six months. They get paid according to their qualifications. They are not usually entitled to such government employment privileges as retirement pay, promotion, yearly bonus, and emergency leave. However, they may receive social insurance for retirement. They are entitled to twenty days yearly of paid vacation and to paid sick leave for up to nine months. Years of work experience as contract employees are not considered in calculating benefits if the employee later acquires a permanent position with the government.
Questionnaires were administered in Arabic to the subjects at their work sites, during working hours, and in the presence of the researcher.
Part I of the questionnaire collects demographic data about the subjects, in the following areas: women's marital status, education, major, monthly income, years of work experience and employment type. Part II of the questionnaire includes a set of questions that would measure the following variables:
(1) recruitment criteria refer to the suitability of job placement as perceived by the workers. The variable was measured through questions on whether or not: a) they perceive that their job correspond with their educational major, b) they have previous experience with the same type of work as their present jobs, and c) they think that their jobs make use of their skills and abilities.
(2) Employees' perception of the adequacy of training opportunities. The variable was measured through questions on whether or not: a) they had attended any training programs in connection with their job and, if so, how many; b) they were offered training on the job on a yearly basis; c) they considered any training programs valuable, and d) whether or not they were able to apply what they had learned in training.
Findings are reported in terms of total frequencies and percentages.
Findings
Demographic Characteristics
Table (1) shows demographic characteristics of the study population. With respect to number of years of work experience, 49.0 percent had worked five years or less, 14.0 percent had worked between six and ten years, and 37.0 had worked more than ten years. Contract employees had even less work experience than permanent employees; 87.6 percent of the contract employees had worked no more than five years, while 61.5 percent of the permanent employees had worked more than ten years.
Perceived Adequacy of Recruitment
In order to assess recruitment criteria, the following factors were examined: 1) the employees' educational level, 2) her field of study, 3) the extent to which she perceived that her job corresponded with her educational major, 4) her previous experience with the same type of work as her present job, and 5) whether she perceived that her job made use of her skills and abilities. Table 2 summarizes the general descriptive findings concerning this cluster of variables. Assuming that education enhances task performance, the employees are impressively qualified, even overqualified in many cases, with the large majority, 130 (70.3 percent), having a Bachelor's degree, including 75 percent of permanent and 64.2 percent of contract employees. Table ( 3) shows that the large majority of respondents, 140 employees (75.7 percent), had not specialized in administration studies; 41 (22.1 percent) had specialized in public or business administration, but only four (2.2 percent) had specialized in educational administration. The low percentage of both permanent and contract employees with administrative skills and knowledge suggests that their job performance may be adversely affected. Al-Saigh (1986:29) points out that most graduates in Arab countries want to be government employees in administrative posts but lack administrative skills and knowledge, which influences their performance negatively. Al-Awwad (1991:162) argues similarly.
Respondents were also asked whether their jobs matched their educational majors. The majority, 117 (63.2 percent), reported that they did not (Table 4 ). These results recall Al-Zamel's (1983:27) finding; 73 percent of his sample reported that their jobs matched their educational majors only to some or a small extent. Table (4) also shows that contract employees were more likely to believe that their job did not correspond with their major (69.1 percent) than permanent employees were (58.7 percent).
As Table (5) shows, when respondents were asked whether they had had previous experience with the same type of work as they were doing on their present job, more than two-thirds (68.1 percent) reported that they had not. The same Table also indicates that fewer contract employees (21.0 percent) than permanent employees (40.4 percent) indicated that they had had similar previous experience. Finally, more than half of the employees (53.0 percent) reported that their jobs did not make use of their skills and abilities (see Table 6 ). Contract employees were more likely to report this (60.5 percent) than permanent employees were (47.1 percent). The shortage of qualified, trained Saudi personnel to support the country's rapid expansion of government activities may have been responsible for giving people assignments which differ from their educational specialization, skills, abilities, and previous job experience. Consequently, position descriptions may have had to be flexible concerning educational qualifications to accommodate the need to fill a greater number of positions than there have been applicants specifically trained for them. Managers also have been unable to be as demanding in their hiring standards as they might like, and have had to accept the fact that, consequently, employees may not perform up to expectations. In addition, hiring has not always been based on objective criteria; family and friendship relations are other important factors.
Perceived Adequacy of Training Opportunities:
In the present study, respondents were asked whether they had attended any training programs in connection with their job and, if so, how many; whether they were offered training on the job on a yearly or other basis; whether or not they considered any training programs valuable; and whether or not they were able to apply what they had learned through training. The general findings for this cluster of variables are summarized in Table (7) . The results show that 44.3 percent of the respondents (58.0 percent of contract and 33.7 percent of permanent employees) had never attended any form of training.
Respondents who said they were not able to attend training programs or were not able to apply what they learned in training were asked to give reasons for this. Reasons for not attending, listed in order of frequency, were: that they were not permanent employees (39.0 percent), that they had never been asked (25.6 percent), that others received favoritism (24.4 percent), and finally, lack of training programs offered during working hours (11.0 percent).
When respondents were asked how many training programs they had attended, of the 55.7 percent who indicated that they had attended training, over half, 51.5 percent, said that they had attended only one training program, while 22.3 percent said they had attended two training programs and 26.2 percent said they had been more than two training programs (see Table 8 ). Table (9) shows the further breakdown that most contract employees, 76.5 percent, who received training attended only one training program, whereas only 39.13 percent of the permanent employees who received training attended one training program only. Among the permanent employees who received training 60.87 percent attended two or more training programs, while only 23.5 percent of the contract employees who received training attended two or more training programs. As Table (10) shows, a large majority, 77.3 percent, of the employees said that they did not receive training on a yearly basis. No large difference existed in this regard between contract and permanent employees. However, as Table (11) shows, 50.9 percent of permanent but only 40.7 percent of the contract employees said that they had been offered training within the last three years. When the 103 respondents who had attended training were asked whether the training they had received was valuable, 87 (84.5 percent) indicated that it was, while only 16 (15.5 percent) reported that it was not beneficial (see Table 12 ). Contract employees showed even greater tendency toward appreciating training than permanent employees. Nevertheless, when the 103 who had had training were asked whether they had applied what they had learned, more than half of them, 50.5 percent, reported that they had not. A higher percentage of the contract employees (60.0 percent) as compared with the permanent employees (46.6 percent) indicated that they had not applied what they had learned (see Table 13 ). Reasons given for not being able to apply training, in order of frequency, were: lack of office equipment and/or equipment in need of programming or maintenance, training program was not related to job, and application requires time and effort. Among respondents who said they were not able to apply training, office equipment problems were blamed by 45.7 percent, while poor relation between the training and the respondent's job was cited by 35.7 percent. The remaining 18.6 percent admitted that they were not willing to devote the time and effort necessary to apply what they have learned from training.
The findings show that the large majority of the respondents who received training, particularly contract employees, had received training infrequently, with the majority attending only one training program, and that the majority have been unable to apply what they have learned, often because office equipment did not permit it or because it seemed irrelevant to their jobs. Almost half of the employees had never attended any form of training program. More than three-quarters have not been offered training on regular basis. While the majority have indicated that they had attended training, more than half of them had attended only one training program. Contract employees, who constituted 43.8 percent of the total number of workers, had even less training; 58 percent had never attended a training program. Of those attending, over three-quarters attended only one training program.
Conclusion
It was found that the majority of the employees had a bachlor's degree, but had no formal qualification in administration, had no experience in similar job, and did not do jobs which corresponded to their educational major. Therefore, not surprisingly, more often than not employees felt that their jobs did not make use of their skills and abilities. Many of them also seemed to be underemployed.
It may be stated also that training programs have been offered to employees and that the majority of those who attended indicated that training was valuable. On the other hand, it appears that most of the employees under investigation have not had adequate and appropriate training. Problems with training could be attributed to the organization itself, to the training programs offered, and to a lesser degree to the trainees themselves. Many employees have indicated that they have not formally received any on-the-job training when they joined the organization, they were usually told how to do their job informally by their colleagues and/or the supervisor. They have gained knowledge and skills by trial and error. They were not offered training on any regular basis; and the situation of contract employees, was even worse as they usually received little or no training; office equipment have made it difficult for trained employees to apply what they had learned. In addition, training programs have not been offered during working hours and were often not related to trainees' jobs. Last but not least, some employees have been unwilling to apply what they have learned, and some employees had even no desire to participate in training programs.
Recommendations
On the basis of the previous findings the following recommendation can be made.
Recommendations for Recruitment
(1) There is a need to recruit employees more appropriately to gain better job performance. Although the majority of the respondents have a Bachelor's degree, most have no formal qualification in administration, and less than half have high school secretarial or clerical training.
(2) Attention should be given to hiring persons who have a degree in administration, preferably educational administration, for jobs requiring such knowledge and skills.
(3) Consideration should be given to hiring persons with only high school secretarial or clerical training for jobs for which such training will suffice. Not all lower-level administrative jobs necessarily require a Bachelor's degree. The majority of the respondents are university graduates, they may be discontented and thus perform at a lower level because they are underemployed and bored with their jobs.
(4) The majority of the employees indicated that they had not had previous experience in similar jobs. Previous experience should be required of all new employees above the lowest echelons. Therefore, persons should be encouraged to work as volunteers to gain job experience while awaiting employment.
(5) The majority of the employees reported that their job did not correspond to their educational major. There is a need to match job with major as closely as possible.
When respondents were asked what motivated them to work better, correspondence of job with major was ranked by them as the most important factor.
(6) More than half of the respondents indicated that their job did not make use of their skills and abilities. Employee skills and abilities should be carefully assessed before hiring.
(7) Attention should also be paid to matching job title with actual job. A number of respondents were frustrated because they considered a mismatch here an obstacle to their promotion.
(8) Emphasis should be put on interviews and written exams to select employees who reflect important criteria such as knowledge, skills, abilities, interests, and aptitudes.
(9) The direct supervisor should participate in the process of selecting new employees since this is the person who presumably knows the nature of the work to be done and the types of employees needed.
(10) More control should be exercised in selecting new employees to avoid giving priority to personal relationships which respondents said are still the primary factors in hiring. Favoritism de-emphasizes selecting "The right person for the right job" and hence will have a negative effect on organizational effectiveness.. Efficiency and productivity doubtless suffer as a result.
(11) Better attention should be given to contract employees since high percentages of them indicated that their job did not correspond with their educational major, they had had no similar previous job experience, and their job did not make use of their skills and abilities.
The Saudi government is understandably very concerned with replacing non-Saudi with Saudi employees, but even more important is that people be employed in positions which match their qualifications, fields of educational specialization, abilities, skills, interests, and prior job experience if better productivity is to be achieved.
In the process of creating a modern Saudi work force, educational programs should be concerned with matching individuals' interests, aptitudes, and abilities with their fields of study. In addition, educational policy and training programs should be concerned with acquiring needed new skills if they are to become successful participants in the global economy.
Recommendations for Training
Recommendation for the organization:
(1) Consideration should be given to offering contract employees equal opportunities to attend training programs. The need for this is especially evident when we consider that 75.3 percent of contract employees have no formal qualification in administration 69.1 percent reported that their job did not match their major, 79.0 percent indicated that they had had no previous similar job experience, and 60.5 percent felt that their job did not make use of their skills and abilities.
(2) Employees should be given opportunity and incentives to use what they have learned so as to improve the effectiveness of the organization.
(3) More attention should be given to providing educational programs in administration in Saudi institutions. The Education and Labor Ministries should work together to make sure that sufficient numbers of appropriately educated graduates are being produced to meet the country's manpower needs. Incentives should be such as would attract students to study in fields in which manpower shortages exist.
(4) Employees should be provided the equipment they need to function more efficiently, and this equipment should be maintained in good operating condition. Computer operators and programmers are examples of manpower shortage fields that need to attract students.
(5) It is becoming increasingly important to improve linkage between education, training programs, and market demands to achieve better coordination between producers and users of skills.
Recommendation for training programs
(1) Employees should have more relevant training. Nearly half of all respondents have five years or less of work experience. The majority of the respondents have no formal qualification in administration, their job did not match their educational major, they do not have previous similar job experience, and they feel that their job does not make use of their skills and abilities. Less than half of the respondents have high school secretarial or clerical training.
(2) Training should be mandatory and systematic to keep pace with rapid changes in the organization of information and new computer applications.
(3) Training programs should be relevant to the jobs of those attending.
(4) There is a great need to train employees in certain skills, behavior, and attitudes, such as learning to prioritize work appropriately, getting work done fast without follow-up from the supervisor, staying in one's office during working hours unless absence is necessary and excused, helping inquirers in the order they arrive, referring inquirers to a person who can help them if the employee does not know the answer to a question, and giving accurate information. In brief, employees have to learn to behave according to work ethics and must be called to account if they fail to do so.
